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OD gives every bird its food, but He does not 
throw it into the nest.” This bit of ancient wis- 
dom can be applied to the relationship between 

National Headquarters and the local chapter. Some 
chapters have been supine in their dependence on 
National Headquarters, not recognizing that all Na- 
tional Headquarters can do is to organize the chapter 
and then link it with other chapters by publishing the 
magazine, providing for group insurance, contracting 
for vacation resort discounts, etc. The chapter itself 
must make its programs interesting. That is why THE 
SUCCESSFUL CHAPTER is enclosed with this is- 
sue. Ask yourself: Does it apply to my chapter? 





SALUTE to Woodworth Chapter of Port Arthur, 

Texas, winner of the prize of $50 in. the recent 

membership campaign! This fine: little chapter 
more than doubled its membership in the campaign; 
adding seventeen new members, thus earning for its 
treasury $101 (the prize of $50 plus the regular fee 
of $3 for each new membership). No registrar from 
National Headquarters was there to help. Every bit of 
recruiting was done. by the chapter’s membership com- 
mittee, ably headed by Jennie Mae Duhon, mémbership - 
committee chairman. Here is evidence of how any chap- 
ter with an energetic membership committee may 


enrich its treasury. 





























ACH of-us in the. war effort ought -to contribute 
E what’ he or she knows best. Radio and movie 

actors contribute entertainment; bankers and busi- 
ness men supervise War Bond campaigns. What is 
more natural than that secretaries should help members 
of the Armed Forces with their correspondence? Every 
USO has its quota of uniformed visitors who would be 
grateful for somebody to whom they could dictate let- 
ters which would be transcribed on the spot. Many 
chapters are providing this free service. If your chap- 
ter is not, why not arrange for a secretarial booth in 
your community’s USO? 


S stated in the prefatory page of your loose-leaf 
binder, THE NATIONAL SECRETARY is pub- 
lished ten times each year. There: will be no 
issue in July. The next issue will be the mid-summer h 
July-August issue, to be followed by regular issues for 
the remaining months of the year. Corresponding sec- 
retaries of chapters, please take advantage of this inter- 
lude to bring up to date your reports of chapter activi- 
ties and thus enable us to restore the monthly dead line 
to the fifth of each month, thereby avoiding publica- 
tion delays like those of the last two months. 
































tion in N.S.A.’s group insurance, nor does pay- 

ment of your annual national dues automati: y 
make you a participant therein, unless. you have previ- 
ously been issued a policy. If you possess a policy now, 
it will be kept in force so long as your annual nation 
dues are paid. Do you have a policy? If you do not, 
but want this protection, ask for a registration form 
now and remit a registration fee of only $1. You 
then be insured and your insurance will be kept in 
force as long as you are an active member. 


Yvon membership fee does not include icipa- 





S YOUR job becoming monotonous? * If you are not 
in an essential industry, and if you are interested in 
a lucrative job which combines the freedom of 
travel with the pleasure of new faces, National 
Headquarters may be able to find a P er for you on- 
its Registrarial Staff. You would be thoroughly trained 
for the highly interesting work of organizing and visit- 
ing other N.S.A. chapters. Sone Saas © 8 ica 
giving important details about 
vited. An interview either in 


ae aa 
city might then be Se" 



































BETTER 


WHAT’S THE GOOD WORD? 


Accompanied By or With: By applies primarily to 
persons, as “He was accompanied by his wife.” With 
applies primarily to things, as “The letter was accom- 
panied with an invitation.” 


Adverse and Averse: Both denote opposition. How- 
ever, adverse applies mainly to intentions and opin- 
ions, as “He was adverse to amending the constitu- 


tion;” while averse applies mainly to feelings and in- 
clinations, as “He is averse to praise.” 


Afterward and Afterwards: As adverbs both are cor- 
rect. Americans seem to show a preference for the 





: former, Britons for the latter. 

Advise: This word is not in good use in the sense of 
say, tell, or inform. Do not say “We wish to advise that 
your order has been received.” Say “We wish to in- 
form you that your order has been received.” The cor- 
rect use of advise is in the sense of giving notice, as to. 


*HOW DO YOU PRONOUNCE IT? 


Julienne: joo-lih-en’ 


admonish or counsel. Koran: koh-rahn’ 
ee f h > 
Although and Though: Grammatical correctness pacer re 


sanctions these conjunctions as interchangeable. Use 
whichever has the more pleasing sound in combination 
with the words surrounding it. 


Library: ly’brehr-i 
Long-lived: long-lyvd’ 
Madame: mah-dahm’ 
Melee: may-lay’ 
Mesdames: may-dahm’ 
Monsieur: mah-syew’ 
Musicale: mew-zih-kahl’ 
Monsignor: mon-see’-nyor 


Anthracite: This word is a noun, not an adjective. 
It is incorrect to refer to anthracite coal, because en- 
thracite means coal—a certain kind of coal. The adjec 
tive is anthracitic, as anthracitic coal. 


As Though: This is not a substitute for as if. Do 

not say “It looks as though it were going to snow.” 

Say “It looks as if it were going to snow.” 

"KEY 

O long (as in note)—oh, oe 
short (as in not)—o 


Attorney and Lawyer: Strictly speaking, these words 


are not interchangeable. Lawyer is a general name for Reve, (8 #7 


short (as in fat)—a 


one who practices law; attorney is the name of one (as in fall)—aw U long (as in cute)—ew 
who acts for another in a specific case. broad (as in far)—ah (as in rule)—oo 
ah as in sodah short (as in mud)—uh 


Advocate That: Not to be confused with urge that 
or propose that. Do not say “He advocates that we be 
lenient.” Advocate should be followed by a noun or 
noun-equivalent. Say “He advocates leniency.” 


Y final (as in very)—i 

G soft (as in age)—j 

TH soft (as in father)—th 
N nasal (as in doing)—n 


E long (as in beet)—ee 
short (as in bet)—eh 

I long (as in bite)—y 
short (as in bit)—ih 








BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


In these hectic days of war a new female employee in the office is not unusual. What is your attitude, as a 
secretary, toward the stranger in your midst? 

Your employer depends on you, as his secretary, to attend to the social amenities for which you, more than 
he, have time in making her welcome. 

If there are other my a in the office, introduce her to them; and arrange for each of them on successive 
days to accompany her to hunch until she is well acquainted. 

Discuss neither office “personalities” nor office “politics” with her. Let her discover for herself the virtues 
and frailties of those who are to be her co-workers. 


You spend more hours awake in your office than you do in your home. Be as hospitable to the stranger at 
the next desk as you are to the stranger you invite across your threshold. 



































OFFICERS OF HAWKEYE CHAPTER 
DES MOINES, IOWA 


Left to right: Lucille MacAskill, Louise Johnson, Luella Junck, 
Donnabelle Smith. 


St. Louis, Missouri—Forest Park Chapter’s meeting on 
June 8 was in the form of a lovely dinner at the Hotel Mark 
Twain in honor of Juanita Phipps and Ann Hoettger, winners 
of N.S.A.’s recent song contest. Members of the other two 
St. Louis chapters attended. Virginia Carrico presented the 
prizes from National Headquarters. The song was impres- 
sively sung by Hazel Anderson, accompanied by Juanita. 
Major Alfred H. Burton of the U. S. Army Air Forces, dis- 
tinguished writer and brilliant speaker, gave a delightfully 
entertaining and instructive talk on his exnlorations in Tibet. 
Major Burton is the author of the popular book, “The Bengal 
Lancers.” 


Guest speaker at St. Louis Chapter’s May meeting was Mr. 
John M. Lamoreaux, the nationally known authority on typo- 
graphy. His subject, “Type,” was highly interesting and in- 
structive. Charts were used to demonstrate the high points of 
his lecture and to illustrate the effectiveness of various kinds 
of type appropriately used. A buffet supper served in the 
meeting room preceded the lecture. 


Fort Worth, Texas—Lariat Chapter held its June meet- 
ing at the Hotel Texas. A social service committee was av- 
pointed, and it was decided that the entire chapter would 
offer its services to the USO as hostesses and to the Red 
Cross to help in rolling bandages. 


Doris Shrake, vice-president of the chapter, entertained all 
members of the chapter at a buffet dinner at her home 
June 12. 


Sioux City, lowa—Sioux Chapter, N.S.A.’s newest, came 
into being on June 8, when thirty-eight secretaries met at the 
Hotel Martin and signed the charter. Frances Nuzum, regis- 
trar, presided. Present, to welcome N.S.A. to Sioux City, 
were Herman N. Slotsky, city attorney, and Leo Dailey, sec- 
retary of the Chamber of Commerce. 


Officers of the chapter are: Vera Norman, president; Inez 
Nelson, vice-president; Jeanne Thorn, corresponding secretary; 
Hope M-Clain, recording secretary; Mary Smith, treasurer. 





Postscripts 





Nashville, Tennessee—Nashville Chapter entertained with 
a delightful dinner party May 17 at the Andrew Jackson Hotel. 
Covers were laid for thirty-two, and the table was beautifully 
decorated. Twelve of the chapter’s fourteen new members 
were present. At the business meeting preceding the dinner, 
Rose Stevens was elected vice-president to succeed Elizabeth 
Gregory. 


Minneapolis, Minnesota—Congratulations, Gopher Chap- 
ter, on your new chapter stationery and your new chapter 
roster! Especially attractive is the neat type on vour station- 
ery, and your roster done in crimson and gold is truly a bit of 
artistic handiwork. 


Kansas City, Missouri — To Westport Chapter the 
Women’s Division of the War Finance Committee assigned the 
important task of conducting the bond sales in the lobby of 
the Hotel Continental during the Fifth War Loan campaign. 
More than $5,000 worth of bonds have been sold by the 
chapter for the first week of the campaign. 


Twice during June the chapter has gone outdoors for its 
recreation. Lillian Sparkman entertained the members at a 
lawn party at her home June 6; and on June 18 members met 
in beautiful Swope Park tor a barbecue planned by Vera 
Peterson and her committee. 


Davenvort, Iowa—At its second anniversary dinner May 
22, Blackhawk Chapter elected the following new officers: 
Mary Ellen Peters, president; Dorathea Plambeck, vice-presi- 
dent; Irma Jepsen, recording secretary; Lois Eutsler, correspond- 
ing secretary; Helen Williams, treasurer. 


Guest speaker at the dinner was Mr. Lloyd Gettys, who gave 
an interesting talk on “The Romance of Money.” A merry 
songfest followed the dinner. 


Memphis, Tennessee— General Forrest Chapter’s meetinz 
May 26 was oven to the public. Tickets were sold, and the 
proceeds therefrom were used for the benefit of Kennedy 
General Hospital. The stellar event of the program was 
Mildred Muller’s review of the book, “The Razor’s Edge.” 


St. Paul. Minnesota—St. Paul Chapter’s May meeting was 
highlighted by Nellie Maurer’s interesting lecture or. Mexico. 
ixina Swenson won the aoor prize, a Mexican hat ash tray. 











Fort Smith, Arkansas—Bill Darby Chapter elected new THE DREAM OF A TIRED SECRETARY 
officers at its June dinner meeting at the Hotel Goldman. 
They are: Edythe Milam, president; Mrs. Cecil Peerson, vice 
president; Virginia Baker, recording secretary; Mrs. Clifton 
Willis, corresponding: secretary; Ruth Word, treasurer. 







































When earth’s last letter is written, 
And the ribbons are twisted and dried; 
When the clearest carbons have faded, 
: " And the stupidest bosses have died; 
Omaha, Nebraska—Ak-Sar-Ben Chapter was host recently I ‘ 
in a two-day conference in Omaha of members from Des 
: 4 < Veer « See ? > - shai ‘ ; 
Moines, Kansas City, and Lincoln. Ann Alexander was chair Sie down for an con or two, 
man for the program. Important event of the first day was 
the banquet, at which Mrs. Sidney M. Smith, president of 


We shall rest, and, Faith, we shall need it- 


Till the Master of all good secretaries 


the Omaha Quota Club and the Inter-Club Council, made Shall set us to work anew. 
the address of welcome to the visitors. At the brunch on the 
second day the speakers were: Louise Nelsen and Marjorie 4 
Mohr, of Ak-Sar-Ben Chapter; Louise Johnson and Maxine ‘ ” 

~ . : : And those who were good will be happy! . 
McFee of Hawkeye Chapter; Jeanette Spealman and Clara ee 
Krueger, of Cornhusker Chapter; Ann Ritchey and Marie They shall sit in a golden chair; bs 


McDonald, of Westport Chapter. They shall type on a great typewriter, 
With ribbons that never wear. 


Detroit, Michigan—The May 18 meeting of Detroit Chap Real saints shall do all the dictating 
ter was at the Old Wayne Club following dinner. At this Magdalene, Peter, and Paul: 
meeting it was revealed by Florence Abrahamson, chairman 
of the ways and means committee, that the chapter’s last book And we'll work for an age on one letter, 
review was attended by one-hundred and fifteen persons and And never get tired at all. 
that the net profit therefrom was $68.30. Other chapters, 
take notice! Here is an interesting and profitable way of 


raising funds. ? ? 
And for all our good work they will praise us, 


And for errors no one shall bear blame; 


Tulsa, Oklahoma—Again Will Rogers Chapter comes to And while we shall work for much money, 
the forefront with the most original contribution of the month 
—an official chapter song book, imprinted with the N.S.A. 
crest and the chapter’s name, and containing one-hundred 
and one songs (OUR N.S.A., N.S.A. FOR U. S. A., and all And each good secretary shall see 


the old favorites.) 


We shall also work for much fame. 


And each shall find joy in the working, 


That the letters are not as dictated, 


But as really good letters should be. 


The chapter -has been assigned the bond booths in the !ob- 







bies of the Mayo, Tulsa, and Alvin Hotels for the Fifth War 
1; . s O 
Loan ‘campaign. Members (thanks.to Ruth Porter) have ae a ee 
adopted this as their motto for the campaign: “Buy a bunch Will Rogers Chapter 





of bonds to buy a bunch of bombs to bomb a bunch of bums.” 
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OFFICERS OF PELICAN CHAPTER 
SHREVEPORT, LOUISIANA 








Left to right (standing): Molly Mcllwain, Lura Bolin; (sitting) 


Melba Ketcham, Anna Nicholson, Betty Roberts. 
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THE LETTER CLINIC 


Collection Letters 






PROBLEMS—QUESTIONS 


Group A 
What should a good collection manager constantly 
- keep in mind while writing a collection letter, be- 
sides the thought of getting money? 
Group B 
-1. You work in the collection department of a firm 
which sends invoices, statements, and the usual 
formal reminders to charge customers. This has 
been done in the case of Mr. Risse, who has not 
paid his account or made any explanation. It is 
now eight days after the due date, and you are 
told to write the first personal letter to him about 
the matter. Write the first letter, using the ap- 
peal to business cooperation and fair play. 
2: What five appeals have been used successfully 
by collection managers? 
3. Why should the appeal to fear be deferred until 


other means of collection have failed? 
Group ‘C 
Criticize the following appeals: 
a. We have several heavy bills to meet August 1, 


and trust you will send a draft before that time 
to cover the amount due us. 

b. Our fiscal year closes September 1. Will you 
please help us start the new business year with . 
a clean slate by sending us a check for $345.67, 
already two weeks past due? 

c. We are installing some new machinery, and 
hope you will pay the $76.45 due us before the 
tenth, when our first payment is due. 


Group D 


Henderson and Cheeves owed $234.76 on ac- 
count. The account should have been paid No- 
vember 10 in order to receive the discount. They 
sent a check December 2 for the full amount, less 
two per cent.discount which they deducted. Write 
them a cordial letter explaining that this deduc- 
tion is not allowable. In a tactful way ask them 
to send the $4.69 which they deducted. At the 
same time acknowledge receipt of the payment 
made and remind them of the terms governing all 
credit purchases. 


SOLUTIONS—ANSWERS 


Group A 
The good collection manager writes his letters in 
such a manner as to retain the customer and build 
good will for his firm. 
Group B 
1, Dear Mr. Risse: 
On December 2 we filled your order for twenty- 
four dozen Korala Kraft Christmas cards. 
We rushed this order through, because we wanted 
you to have the chance to sell these cards during 
the rush season. 
It may be that in the great volume of holiday mail 
our statement did not reach you or was over- 
looked. Otherwise we feel that you would have 
sent us the $13.45 which is due. 
You agree with us, don’t you, that only by co- 
operation can wholesalers and retailers carry on 
successfully? You agreed to pay the account by 
January 5. Your check for $13.45 by January 20 
will help us a great deal. 
Sincerely yours 

2. a. Appeal to business cooperation. 
b. Appeal to fair play. 
c. Appeal to customer’s self-interest. 
d. Appeal to pride. 
e. Appeal to fear. 

3. In all cases it is the duty of the collection man- 
ager to keep the customer if at all possible. By 
using various other appeals he may learn just what 
will succeed with a particular customer. The ap- 
peal to fear should always be the last resort. Even 


if collection is finally made through legal means, 
the firm is losing money. 


. Group C 


a. The appeal is patently selfish. Probably the 
customer also has some heavy bills to meet. 

b. If he does not have the money to pay what is 
due you, he may not be able to see just how 
carrying his unpaid account after September 1 
will make any vital difference to you. 

c. He will probably conclude that if you ordered 
new machinery you had plans in mind to meet 
the required payments. 


Note: While there is a weak appeal to business co- 


operation in a, b, and c, this appeal is at best not 
a strong or convincing one. It may bring results 
if the debtor is merely careless. Otherwise it is 
of doubtful value. 


Group D 
Fae Te : 


Your check for $230.07, dated December 1, to 
apply on your account of $234.75 due, is appre- 
ciated. 
November 10 was the last day on which the usual 
two per cent discount could be claimed on this 
account. The discount is offered for prompt pay- 
ment of accounts. It could not, in fairness to 
others, be allowed twenty-one days after the ac- 
count should have been paid. 
In order that your account may be credited in full, 
will you please send us your check for $4.69. 
Sincerely yours 

































PERSONALITY DEVELOPMENT 


INITIATIVE 
by H. Rosrnson Suupuerp, Px.D., Lirr.D. 


Every good thing had to be started by someone. 
Can you start good things? 

“Initiative is doing the right thing without being 
told.” Anyone can do that right thing after he is told: 
can you select it and do it “on your own”? Have you 
(in other words) a self-starter, or does someone have 
to come along and punch your starter-button for you? 

Anyone can start doing something—running around 
in circles, throwing the china from the upper windows 
and carrying the mattresses carefully downstairs. But 
the only thing worth doing in an emergency, or when 
the orders don’t get through, is the. right thing. Can 
you start your own or other machinery running 
smoothly and efficiently, to get the right thing done 
in the right way at the right time? . 

If you can, you are an executive: that is, one who 
gets things done. It’s true that the word “executive” 
means finishing rather than starting; but in the best 
practice an executive is one who starts the right people 
doing the right things at the right time, and then 
(because they’re the right people) leaves them alone in 
perfect confidence that the tasks will be finished as 
and when they should. 

If you are speedy, and get your work done ahead of 
schedule, can you put yourself on the next job with- 
out waiting around for orders? Or if the boss or de- 
partment head or office manager is unable to get di- 
rections through to you—do you know enough about 
what you are doing to go on from there without losing 
valuable time? Have you got “what it takes” to make 
the right decision at the right time? 

If you have, this is what is going to happen: you 
will find yourself becoming a leader. Most of us are 
naturally followers; we can do what we are told, but 
we wait to have someone decide what should be done 
and then tell us. If you can do that deciding, we will 
follow you, and gladly and confidently. We can rely 
on you to make the right decisions, and to start the 
right action at the right time; and you are properly 
reliant on yourself. 

You are not held back, as most of us are, by the 
“grandfather argument”—“We never did it this way 
before!” Many good people think this objection ought 
to keep us carefully and safely on the same old beaten 
path: But you who have. initiative don’t accept that 
as a necessary limit; you suspect that may be a reason, 
indeed, for trying something different—it may be an 
improvement; we've learned a good many better ways 
since grandpa’s time; and you are convinced that all 
human progress has been led by people who weren’t 
afraid to try something never done before. You re- 
member Newton, Galileo, Columbus, Magellan, Frank- 
lin, Edison, the Curies, the Wright brothers, Billy 
Mitchell, and plenty more like them—suppose they 
had said, “This won't work, because it never has been 
done before!” You know that most of the best deeds 
in history were done by those who broke loose from 
their grandfathers—as hey indeed, had broken loose 
from theirs! 

This fine, rare quality of self-reliarit leadership is 
yours because you have two other leadership qualities 


" meanings,—adding a few every day. 


that are closely allied with it, and essential to it. 

One is Judgment—the ability to size up a situation 
accurately, to add the pros and the cons, subtract them, 
and get a clear answer. “Judgment” is perhaps the 
most important word in the language for anyone- who 
wants to know where he is going, and why, and how 
to get there. : 

Ihe other equality you must have, with initiative 
and judgment, to make your leadership good, is 
Courage. Once you've made up your mind; and can 
explain your carefully-thought-out judgment to any- 


‘ one who needs it, you naturally have “the courage of 


your convictions,” and are fully ready to flash the 
green light and start the operation. You have that 
courage because you have thought your way through: 
you know your decision is right, and you know why it 
is right. You lead off, and everyone falls in line. 
You are an acknowledged, accepted leader; and 
from now-on you will enjoy one of the greatest satis- 
factions of life. 
* *% * x 
1. Hunt-Your Treasure-Trove in Words.—See how 

many words suggesting “initiative” you can add to this 
starting-list : 

self-reliant, self-reliance 

courageous, courage 

intelligent, intelligence 

judgment, judicious 

self-starting, start 

begin 

set going 

inaugurate 

commence 

introduce 

invent, inventive, inventiveness 

pioneer, pioneering 

exploring 

adventuring 

creative, creativeness 

originate, originator, originality 

organize, organizer 

plan, planner 


executive 
leadership, leader 
2. Write Statements Using These Ideas.—Begin ac- 
cumulating expressive sentences about these words and 


“New situations demand new decisions. 
. “Unlike Lot’s wife, she looked ahead and moved ahead.” 
“He enjoyed looking around for new. and better ways 


of doing things. 

3. Read Kipling’s “The Explorer.”—This stirring 
poem, a composite of all explorers, expresses superbly 
the spirit of those persons who, like Tennyson’s Ulys- 
ses, and our own Admiral Byrd, cannot sit contentedly 
at home by the fire and listen to the radio. They have 
to be at the sending end,—out where the blue begins. 

4. Your Other Reading.—Also look up the sonnets 
on Columbus in Lanier’s “Psalm of the West.” Eve 
Curie’s story of her parents’ search for radium is a 
stirring one. Harsanyi’s The Star-Gazer is a fine re- 
cent story of Galileo. 

5. Your Letter-Writing.—Analyze, in the letters that 
come to your desk, the signs of originality and initia- 
tive. Start writing, in your correspondence with friends, 
a series of your comments on the advantages of start- 


ing good things. 





